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This guide has been prepared as an aid to 
the line manager in the preparation of job 
descriptions in the manner required for classi- 
fication purposes in the Public Service. It is 
intended to remove the ‘‘mystery’’ associated 
with the task and to provide an untrained 
person with a step-by-step approach to the 
fulfilment of this often misunderstood but 
important responsibility. 


it also demonstrates that clarity and 
brevity in style are essential; long-winded job 
descriptions don’t get higher classification 
levels. It is hoped that reference to this guide 
will reduce the time and effort required to 
produce acceptable job descriptions. 
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Why job descriptions? 


In the Public Service of Canada, employ- 
ees are paid for what they are required to do, 
not for what they are, nor for the paper quall- 
fications they possess. As part of the process 
of determining what an individual should be 
paid and to ensure that each individual is 
fairly paid in relation to work performed, 
information on the actual work required to be 
done is collected and described in writing. 
The written record of the work required to be 
performed is known as the job description. 


Job descriptions are designed to com- 
municate information about the purpose, 
functions and relationships of individual jobs 
in an organization. This information is anal- 
yzed by experienced managers and specialists, 
and measured against the appropriate classifi- 
cation standard, which is simply a ‘‘yardstick”’ 
or device to measure the relative worth of 
jobs. The decision which results from their 
analysis determines the classification for the 
job. 


In dynamic organizations, such as depart- 
ments and agencies of government are today, 
jobs constantly change and therefore should 
be reviewed at regular intervals to ensure that 
the purpose and functions of the job as origi- 
nally evaluated are still current. If the job has 


changed, the job description should be revised 
or re-written. 


The following circumstances will usually 
require new or updated job descriptions if 
equitable pay relationships are to be properly 
maintained: 


e the creation of new jobs; 

@ program changes resulting in a 
realignment of job responsibilities; 

e@ changes in job characteristics due to the 
influence of the incumbent or due to 
technological change; 

@ organization restructuring. 


In addition to supporting the compen- 
sation system, job descriptions are useful in 
other contexts. These include staffing, staff 
development and training, manpower plan- 
ning, employee appraisal, employee orienta- 
tion, organization development and staff 
relations activities. Such purposes can be 
adequately served by concise, well-written 
descriptions that may have been developed pri- 
marily for pay purposes. 
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The manager’s role 


Line managers have the responsibility to 
make certain that their employees’ jobs are 
properly classified. The only way to achieve 
this is by describing the job on paper and 
making sure that the description accurateiy 
depicts job responsibilities and relationships. 
The manager should seek assistance in the 
development of job information from superi- 
ors, subordinates, the incumbent (if there is 
one) and lateral contacts. This will ensure that 
a realistic classification decision is made. 


The role of the classification officer 


Before starting to write a job description, 
the manager will find it particularly useful to 


contact his departmental Classification Officer. 


Classification Officers are trained in job 
description writing and an early discussion 
will often clear up potential problems and 
accelerate the process. The officer has many 
roles to play. In addition to providing assis- 
tance in writing job descriptions, he or she has 
to interpret classification standards and advise 
classification committees as to the proper 
application of those standards. 


The production of a well-written job 
description should be a joint and co-operative 


task of the line manager and Classification 
Officer. Some line managers may want to 
write the entire job description themselves. 
Others may want to present the essential job 
facts and ask the Classification Officer to put 
them together in the most appropriate form. 


Either way, the line manager should 
understand that the Classification Officer 
must ensure, through the advice which he 
offers, that the integrity of the classification 
system is maintained and that the classifica- 
tion decisions made in the department are 
sound and defensible. 
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The approach 


The method proposed in this guide for 
describing jobs is based on a systematic organ- 
ization and selection of job information. Two 
features distinguish this approach. First, 
there is no longer a requirement for detailing 
all the task statements, all the “‘by’s... "’ of 
the job. Second, job specifications explaining 
in detail the knowledge, abilities and skills 
required are not needed as part of the descrip- 
tion. What is needed is a clear and straight- 
forward description of the most important 
duties and responsibilities. Any additional 
information unique to the job should be 
incorporated into the duties or as a separate 
item at the end of the job description (for 
example, information on hazards or working 
conditions, or on responsibility for the safety 
of others). 


A project architect position is used 
throughout the guide to illustrate the step- 
by-step writing process. A completed job 
description and sample working sheets for this 
position are included, for reference purposes, 
as Appendices 1(A) and (B). Other examples 
of short job descriptions are given in Appen- 
dices 2 and 3. These examples will demon- 
strate that most jobs can be described in two 
pages or less. However, requirements for 
individual jobs will differ, so it is impossible 
to prescribe a standard length. 


There are five steps which can usefully be 
followed in preparing and writing a good job 
description. They are shown in the flow dia- 
gram on the next page and are described step- 
by-step on succeeding pages. 
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A B Cc 

Consult your Classi- List all tasks Modify words to 

fication Officer randomly. obtain precise 
meaning. 

A B Cc 

Divide into common _ Design a statement Arrange in priority. 

purpose groups, that describes the 


action of each group. 
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A B Cc 
Select additional Redesign each Estimate the percent- 
information to add statement to describe age of time for each 
dimension to each precisely the What and function. 
function. Why of the function 

and the scope, 


A B Cc D 
Complete the job Including identifying Explaining function Listing the principal Attaching organization 
description by: information. and purpose of duties and percentages chart. 

position. of time derived from 
Step 3. 

A B Cc D E 
Review each step. Check that the language Check percentages of Review the Consult your 

used can be under- time. organization chart for Classification Officer. 

stood. errors. 
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List the job information 


Before you commence step 1, spend a little 


time thinking about the job. Among other 
things, ask yourself: What is the purpose of 
the job? What is supposed to be 
accomplished? What are its main thrusts? 
When the job is clear in your mind you are 
ready to start. 


A) 


List on paper, in point form and random 
order, each duty, responsibility and 
activity that you can think of, until you 
are satisfied all elements of the job 

are represented. 


Keep each statement short and make sure 
it deals with only one task or responsi- 
bility. (See example opposite) 


Examine each point and determine 
whether it has been said in a way that 
accurately represents the task or 
responsibility. If not, change the words to 
depict the true meaning (e.g. writes 
reports to set forth proposals vs. prepares 
proposals). 


Consider whether there are any unusual 
physical or mental demands, stresses or 
hazards of the work or surroundings, 
which have a bearing on the performance 
of the duties. 
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Studies hospital accommodation 
requirements. 

Obtains information on design 
requirements. 

Establishes requirements for 
construction. 

Proposes site tests and surveys. 
Determines feasibility of proposals. 
Recommends alternative solutions. 
Develops work schedules. 

Supervises design drawings. 

Reviews and comments on contributions 
of other staff on project. 

Writes project briefs. 

Examines change orders. 

Studies consultants’ drawings and 
technical changes. 

Studies technical publications. 
Determines deficiencies in technical 
standards. 

Recommends amendments to standards 
or new standards. 

Presides over meetings with depart- 
mental officials etc. 

Recommends the selection of design 
consultants 

Recommends acceptance or rejection of 
the consultants’ work. 

Attends meetings with Treasury Board 
officials. 


Prepares submissions on behalf of 

the client department. 

Explains requirements to departmental 
and technical staff. 

Performs other related duties 


———— 
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Organizing the information 


You should now have a list of short, terse 


statements and be ready to commence the 
next step. 


(A) Divide the list by numbering the duties 


which have a common purpose (e.g. all 
supervisory duties together, all checking 
duties together, all planning duties 
together). Typically you should not have 
more than five to eight groups. But you 


could have as few as one or two (example A). 


Examine each of the groups and construct 
a descriptive statement which indicates 
the nature of the duties or functions. Use 
active verbs to describe the action and 
stick to concise language (example B). 


Arrange these statements in an order 
of continuity in function to give the 


reader an over-all view of the job (example C). 


When you have completed Step 2 the 


basic form of the job should be represented as 
seen in the example on page 17. 
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e Studies hospital accommodation 
requirements. 
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e Explains requirements to departmental 


—s 


e Obtains information on design and technical staff. 4 
requirements. 2 e Performs other related duties 8 
e Establishes requirements for 
construction. 2 
e Proposes site tests and surveys. 3 
e Determines feasibility of proposals, S) 
e Recommends alternative solutions. 8) 
e Develops work schedules. 4 
e@ Supervises design drawings. 4 
e Reviews and comments on contributions 
of other staff on project. 4 
e Writes project briefs. 4 
e Examines change orders. 6 
e Studies consultants’ drawings and 
technical changes. S 
e Studies technical publications. 7 
e Determines deficiencies in technical 
standards. y 
e Recommends amendments to standards 
or new standards. 7 
e Presides over meetings with depart- 
mental officials etc. 5 
e Recommends the selection of design 
consultants S 
e Recommends acceptance or rejection of 
the consultants’ work. 5 
e Attends meetings with Treasury Board 
officials. 1 
e Prepares submissions on behalf of 
the client department. 1 
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Conducts studies of hospital accommo- 
dation requirements. 


Establishes construction and design 
requirements. 


Develops work schedules and supervises 
design drawings. 


Proposes various site tests and surveys. 


Recommends new standards and amend- 
ments to existing standards. 


Recommends selection of design con- 
sultants. 


Examines change orders. 


Performs other related duties. 


‘See 
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@ Conducts studies of hospital accommo- 
dation requirements. 


e Establishes construction and design 
requirements. 


@ Proposes various site tests and surveys. 


@ Develops work schedules and supervises 
design drawings. 


@e Recommends selection of design 
consultants. 


e@ Examines change orders. 


e Recommends new standards and amend- 


ments to existing standards. 


e Performs other related duties. 


a | 


SEO 
é 


Developing the information 


Step 3 is important because this is where 
the substance of the job description will be 
exhibited. Proper selection of information is 
essential. Using your two lists: 


A) Select those common-purpose duties from 
the random list which add dimension to 
the “what” and ‘‘why” of each of the 
descriptive statements. 


B) Restructure the descriptive statements 


(example page 17) and incorporate sufficient 


additional detail to convey clearly what is 
done and why it is done. Include informa- 
tion that identifies the scope of the job 
(e.g. the number of employees supervised, 
the significant decisions that are made, 
the type of constraints on the position). 


C) Estimate the percentage of time required 
for each element of the job. 


After restructuring, each statement should 


describe one functional element of the job 
and be able to stand by itself, illustrating the 
type, purposes and scope of the work and the 
we of time spent on it. (See Appendix 
1B 
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The following illustrates the development 
of one duty. Refer to Appendix 1(B) for the 
development of all duties of the whole 


position. 
e Develops work schedules. Develops work schedules and supervises 
e Supervises design drawings. design drawings. Explains requirements to 
e Reviews and comments on contributions departmental and technical staff assigned to 
of other staff. the project. Contributes to the work of group 
e Writes project briefs. members preparing site proposals. Reviews 
e Explains requirements to departmental and comments upon contributions of other 
and technical staff. departmental staff assigned to the project. 
Writes project briefs incorporating the work 
of others. 
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Producing the job description e Include special information or requirements 
that cannot be incorporated in the duties. 
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Now that the main body of information 


has been developed, the job description can D. Organization chart 

be completed. The following format will give 

the position an identity in the organization Attach an organization chart to enable the 

and provide supplementary information for reader to understand the organizational char- 

the reader (see the sample job description in acteristics of the position. The chart should 

Appendix 1A). represent the current organization and 
illustrate horizontal and vertical relationships 

A. I|dentification with other positions. Include the position title 
for each position on the chart, and the group 

e Descriptive position title and level of the positions which have been 
classified. 


e Position number 

e Supervisor's title 

e Department, Division, Unit etc. 
B. Function and purpose 


e A brief narrative identifying the type of 
work and purpose. 


C. Principal duties and responsibilities 
e List the descriptive statements of the work. 


e Affix percentages of time spent on each 
duty. 
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chart 


Dept. of Public Bldgs. 
Architectural Design Branch 
Ottawa, Ontario 

June 28, 1984 


Head Electrical Head Structural 


Division Division 
DPB-5-008 


DPB-6-009 


'EN-ENG-6 EN-ENG-5 


Project Architect A 
DPB-4-014 


Senior Design 
Draftsman 
DPB-4-020 


DD 5 


Chief Architectural 
Design 

DPB-3-050 

SX 1 


Head Hospital Head Mechanical 


Design Group Division 
DPB-4-010 DPB-7-011 
AR6 EN-ENG-5 


Project Architect B 
DPB-4-015 
AR 4 


Project Inspector 
DPB-4-022 
GiConein 


|. 


Head Special Projects 
DPB-8-012 


AR 6 


Project Architect C 
DPB-4-016 
AR 5 
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Review completed job description 


Once the job description document has 
been developed it is wise to review the infor- 
mation by going back over the five steps at 
least once. This will help to ensure that the 
job has been accurately and effectively repre- 
sented and perhaps obviate the need for more 
information when the description is presented 
for classification. The following suggested 
points will guide the writer in checking the 
finished job description. 


e Review each step carefully and make sure 
nothing of significance has been missed. 


e Check your sentence structuring and 
language for possible misinterpretation. 


e Check percentages of time to ensure that 
they reflect the proper estimated time 
spent on each function. 


@ Review the organization chart for possible 
errors in reporting relationships or in 
identifying information. 


@ Review the job description with the 
incumbent to make sure the job require- 
ments are understood and to enable the 
incumbent to make a realistic contribu- 
tion to the description. 
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e Be sure the job is designed to eliminate Job description writing will produce tan- 
overlap of duties or responsibilities with gible rewards if approached in the same 
other positions. manner as other important responsibilities. It 


ede e ; is hoped that the methods and advice outlined 
Speak to your Classification Officer before in this guide have conveyed a new perspective 


you begin to write the job description so On job description writing and have helped 
that he or she can understand your goals overcome some of the misgivings associated 
and provide technical assistance and with the task. 


advice from the beginning. 


e Organize the job information before you 
write the description and be sure you have 
all the facts. 


e Describe the job to reflect accurately the 
work that must be done. 


e Use language that precisely describes the 
activities and responsibilities of the posi- 
tion. 


e Include only the important highlights of 
the job in concise, well-constructed 
statements. 


e Keep the job description as short as 
possible. 
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Sample job description 


A. \|dentification 


Position Title — Project Architect A 
Position Number — DPB-4-014 


Supervisor’s Title — Head, Hospital Design 


and Group 
Group and Level—AR 6 
Department — Public Buildings 


B. Purpose 


Function and purpose of position 


To conduct studies of requirements for 
hospital accommodation as part of the plan- 
ning of hospital facilities; to establish the 
requirements and co-ordinate the develop- 
ment of architectural and related engineering 
design and contract documents for hospital 
construction projects; to contribute to the 
development of technical standards for 
hospitals and related facilities. 


C. Principal functions illustrating the What 
and Why 


Principal duties and responsibilities 


Under general supervision of the Head, 


Hospital Design Group: 


— Conducts studies of hospital 
accommodation requirements for the 
guidance of the Central Agency and 
the client department. Confers with 
responsible officials of the agency and 
client to obtain information. Compiles 
data and prepares submissions on 
behalf of the client department. 
Attends meetings with Treasury Board 
officials to explain the requirements. 


— Establishes requirements for 
construction of parts of larger pro- 
jects, for example, renovation of 
hospital administration buildings and 
recreation rooms, or of anew kitchen, 
garage, or storage area. Confers with 
client department planning officers, 
hospital administrator and other 
employees at the middle-management 
level. Obtains detailed information on 
design requirements such as desirable 
space, work-flow patterns, special 
facilities, frequency of use, and 
required heating, lighting and venti- 
lation levels. 


20% 


10% 


anoendix 
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— Proposes various site tests and 10% 
surveys, and completes accommo- 
dation studies and preliminary cost 
estimates in accordance with depart- 
mental standards and practices, 
ensuring that client requirements are 
met within the project budget for the 
particular facility. Determines the 
feasibility of proposals and recom- 
mends to the group chief and to 
the client alternative solutions and 
their merits. 


— Develops work schedules and 10% 
supervises design drawings. Explains 
requirements to departmental and 
technical staff assigned to the project. 
Contributes to the work of group 
members preparing site proposals. 
Reviews and comments upon contri- 
butions of other departmental staff 
assigned to the project. Writes project 
briefs incorporating the work of 
others. 


— Recommends the selection of 10% 
design consultants and assists in their 
briefing by the Head, Hospital Design 
Group. Provides technical infor- 
mation, organizes and presides over 
meetings with departmental officials, 
technical staff, and consultants to 


obtain agreement on requirements. 
Studies consultants’ drawings and 
their proposed technical changes, and 
recommends acceptance or rejection 
of the consultants’ work and 
proposals. 


— Examines change orders 5% 
during construction phase to ensure 
consistency with requirements and to 
inform the client of revised cost and 
completion date. 


— Determines deficiencies and 25% 
errors in existing standards for hos- 
pital construction, through a study of 
technical publications and trends and 
discussion with hospital staff, and 
formulates new design details to over- 
come problems. Writes proposals for 
changes in standards. Recommends 
new standards and amendments to 
existing standards. Allocates and 
controls the completion of design 
drawings for change to standards. 


a 
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— Performs other related duties 
such as explaining to employees the 
intent of documents, and providing 
technical information and guidance 
for completion of project briefs. 
Obtains information on construction 


from employees of other departments, 


and occasionally confers with the 
head of a consulting firm on details 
concerning an assigned project. 


10% 
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Sample Job Description Project Architect 


Step 1 


Step 2 


* Studies hospital 
accommodation require- 
ments, 


* Obtains information on 
design requirements. 


* Establishes requirements 
for construction. 


* Proposes site tests and 
surveys. 


* Determines feasibility of 
proposals, 


° Recommends alternative 
solutions. 


° Develops work schedules. 

° Supervises design drawings. 

* Reviews and comments on 
contribution of other staff 
On project, 

* Writes project briefs. 

* Examines change orders, 

* Studies consultants’ 
drawings and technical 


changes. 


* Studies technical 
publications. 


* Determines deficiencies in 
technical standards. 


Conducts studies of hospi- 
tal accommodation 
requirements. 


Establishes construction and 
design requirements. 


Proposes various site tests 
and surveys. 


Develops work schedules and 
supervises design drawings. 


Recommends selection of 
design consultants. 


Examines change orders. 
Recommends new standards 
and amendments to 


existing standards. 


Performs other related 
duties. 
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Conducts studies of hospital 
accommodation requirements for 
the guidance of the Central 
Agency and the client depart- 
ment. Confers with responsible 
officials of the agency and client 
to obtain information. Compiles 
data, and prepares submissions on 
behalf of the client department. 
Attends meetings with Treasury 
Board officials to explain the 
requirements. 


Establishes requirements for con- 
struction of parts of larger pro- 
jects, for example, renovation of 
hospital administration buildings 
and recreation rooms, or of anew 
kitchen, garage, or storage area. 
Confers with client department 


planning officers, hospital admini- 


strator and other employees at 
the middle-management level. 
Obtains detailed information on 
design requirements such as 
desirable space, work-flow pat- 
terns, special facilities, frequency 


of use, and required heating, light- 


ing and ventilation levels, 


Proposes various site tests and 

surveys, and completes accom- 

modation studies and preliminary 
cost estimates in accordance with 
departmental standards and prac- 
tices, ensuring that client require- 
ments are met within the project 
budget for the particular facility. 
Determines the feasibility of pro- 
posals and recommends to the 


— : ae rat v 
Step 1 (cont.) Step 2 Step 3 (cont.) 
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* Recommends amendments group chief and to the client alter- 
to standards or new native solutions and their merits. 
standards. vy 

4. Develops work schedules and 

* Presides over meetings with supervises design drawings. 

departmental officials etc. 5 Explains requirements to depart- 


mental and technical staff 
assigned to the project. Contri- 


* Recommends the selection 


of design consultants. 5 | butes to the work of group 
members preparing site proposals, 
* Recommends acceptance Reviews and comments upon 
or rejection of the contributions of other depart- 
consultants’ work. Se |! mental staff assigned to the pro- 
ject. Writes project briefs incor- 
* Attends meetings with porating the work of others. 
Treasury Board officials. 1 
ae 5. Recommends the selection of 
* Prepares submissions on design consultants and assists in 
behalf of the client their briefing by the Head, Hos- 
department. om pital Design Group. Provides 


technical information, organizes 


* Explains requirements to and presides over meetings with 


departmental and technical departmental officials, technical 
staff. ae staff, and consultants to obtain 

| agreement on requirements. 
Performs other related Studies consultants’ drawings and 
duties, 8 their proposed technical changes, 


} and recommends acceptance or 
rejection of the consultants’ work 
and proposals. 


6. Examines change orders during 
construction phase to ensure con- 
sistency with requirements and to 
inform the client of revised cost 
and completion date, 


7. Determines deficiencies and 
errors in existing standards for 


oe 


omoendix 
I) (cont) 


Step 1 


Step 2 


Step 3 (cont.) 


hospital construction, through a 
study of technica! publications 
and trends and discussion with 
hospital staff, and formulates 
new design details to overcome 
problems. Writes proposals for 
changes in standards. 
Recommends new standards and 
amendments to existing 
standards. Allocates and 
controls the completion of 
design drawings for change to 
standards. 


Performs other related duties 
such as explaining to employees 
the intent of documents, and 
providing technical information 
and guidance for completion of 
project briefs. Obtains informa- 
tion on construction from 
employees of other depart- 
ments, and occasionally confers 
with the head of a consulting 
firm on details concerning an 
assigned project. 


/ 
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Sample Job Description 


Position Title —Senior Auditor 
Position Number — 
Supervisors Title — 

and 
Group and Level 


Function and purpose of position 


Plans and conducts cost audits of industrial 
organizations holding government contracts 
to determine and certify amounts payable by 
the Crown; evaluates cost proposals for the 
negotiation of contracts and reports on the 
examination of prices claimed by contractors. 


Principal duties and responsibilities 
Under general supervision 

— Plans and conducts audits of 35% 
industrial organizations holding 
government contracts with various 
government departments; examines 


various costing systems to determine 
and certify amounts payable. 


— Evaluates contractor’s internal 30% 
control system to determine reliability 
of accounting and cost records; tests 


supporting data, i.e. payrolls, Invoices 
and requisitions and determines 
accuracy and allowability of cost 
distribution claims. 


— Evaluates contractor’s price 20% 
proposals by comparing prices, 
overhead rates and volumes with 
actual performance in previous year 
and examines sub-contract tenders, 
union agreements and related data to 
evaluate reasonableness of cost to 
assist government officials in 
negotiating terms of contracts. 


— Prepares reports on audits, 15% 
examinations and observations to 
illuminate discrepancies in costs 
claimed, unusual items related to 
accounting and the adequacy of 
contractor's records. 


eee 
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Additional information 


Work is carried out within a large regional 
area in Ontario. Each assignment requires 
contacts with representatives of the con- 
tractor to gain access to accounting systems 
and data. Assignments involve the audit of a 
variety of large, complex firms in the 
electronics industry. The typical firm audited 
employs in excess of 500 employees, has an 
annual sales volume of $70 million and does 
approximately $9 million in business under 
contract to the federal government. 
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Sample Job Description 


Position Title — Cleaning Service Foreman 

Position Number — 

Supervisor's Title — Senior Cleaning Service 
Foreman 


Function and purpose of position 


To ensure an established quality standard 
of cleaning is achieved in an office building 
through the supervision of a group of cleaners 
and control of necessary equipment and 
supplies. 


Principal duties and responsibilities 


Under general supervision of a 
cleaning service foreman 


— Supervises the work of 12 80% 
cleaners on a shift who perform tasks 
designated by the Senior Foreman in 
an air-conditioned office area of about 
24,000 square feet with no compli- 
cated or dangerous equipment or 
installations; prepares work schedules 
and assigns staff to meet differing 
workloads and unexpected absences; 
inspects work to ensure adherence to 
standards laid down by the foreman; 


instructs employees on work methods 
and proper use of materials and 
equipment, occasionally handling the 
equipment and lifting weights up to 
50 Ibs; assesses employee 
performance. 


— Creates and maintains the 10% 
following records: 


— time sheets; 
— expenditure of materials; 


— requisitions for replacement 
materials; 


— invoices for materials received; 
— record of work completed; 
— assessment reports on employees. 


— Maintains custody of cleaning 5% 
supplies and equipment valued at 
$1,500, purchased by the Senior Foreman 


— Reports the need for repairs and 5% 
adjustments to buildings and fixtures. 
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Sample Job Description Work Sheet Cleaning Service Foreman 


Step 1 | Step 2 Step 3 
* Supervises 12 cleaners, 1 * Supervises Cleaning Staff. 1 1. Supervises the work of 12 
* Inspects work. 1 : a cleaners on a shift who perform tasks 
Creates and maintains designated by the Senior Foreman in 
* Prepares work schedules, 2. records. 2 an air-conditioned office area of 
wee about 24,000 square feet with no 
shina work Maintains custody of supplies complicated or dangerous equipment 
performance, 1 and equipments 3 or installations; prepares work 
* Requisitions supplies. 3 schedules and assigns staff to meet 
* Reports repair requirements. 4 differing workloads and unexpected 
* Requisitions equipment absences, inspects work to ensure 
and tools. 3 adherence to standards laid down by 
: ee ; the foreman; instructs employees on 
Reports building repairs, ns work methods and proper use of 
* Instructs employees in use materials and equipment, 
of materials and occasionally handling the equipment 
equipment. 1 and lifting weights up to 50 Ibs; 


; assesses employee performance. 
* Instructs employees in 


work methods. 1 2. Creates and maintains time 
* Ensures cleaning is done. 1 sheets; records of expenditure of 
materials; requisitions for replace- 
* Keeps records of ment materials; invoices for materials 
attendance. 2 received; record of work completed; 
* Reports employee assesses employee performance. 
performance. 1 we : 
ae a 3. Maintains custody of cleaning 
Meeecommmends discipline. } supplies and equipment valued at 
* Keeps custody of tools. 3 $1,500 purchased by the Senior 
: Foreman. 
* Keeps custody of supplies. 3 if 
* Records materials used. . 4. Reports the need for repair 
* Adjusts workload. 1 and adjustments to buildings and 
fi : 
* Rearranges staff. 1 ixtures 


* Keeps records of tools 
issued. %} 


* Keeps records of cleaning 
work performed. 2. 


* Maintains cleaning 
standards, 1 
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